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LEARN USEFUL
KEJBOARD SHORTCUTS

Keyboard shortcuts Q, Search keyboard shortcuts

Text formatting Text formatting

Paragraph formatting Bold Ctrl+B

Italic Ctri+l
With objects

Underline Ctri+U

Editing
Strikethraugh Alt+Shift+5
Navigation Superscript Ctrl+.

Menus Subscript Ctri+,

Clear formattin Ctrl+\ or Ctrl+Space
Comments 9 P

Paragraph formatting

Apply 'Normal text’ Ctri+Alt+0 or Ctri+Alt+Num-0
Apply 'Heading 1' Ctrl+Alt+1 or Ctri+Alt+Num-1
Apply 'Heading 2' Ctrl+Alt+2 or Ctri+Alt+Num-2

e Ll Apply Heading 3 Ctri+Alt+3 or Ctri+Alt+Num-3
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KEJBOARD SHORTCUTS

CLICK HERE FOR A LIST OF SHORTCUTS
TO USE IN GOOGLE DOCSI



https://support.google.com/docs/answer/179738
https://support.google.com/docs/answer/179738

To add additional Google Doc fonts, open your
document and click the fonts dropdown third box
from the left on your editing toolbar. click the
"More fonts..” option. heck of f the fonts you

want to add to your starting dropdown list of
fonts. Then select "OK” at the bottom.

Untitled document

File Edit WView Insert Format Tools Add-ons Help PR | | P———

100% - Normal text - Arial - 11 - | Roboto ‘_ /

A+  More fonts... = ~ Open Sans
Lato

v Arial
Montserrat

Roboto Condensed

Oswald

Cavgat
Source Sans Pro

Comfortaa

Slabo 27px

Comic Sans M5




/' To create a new folder for your Google Docs, select
- < the blue "New” button on the top left of your Drive

/ account. This is also where you go to create a
/
| Google Doc. From the options that appear, select
\ "Folder” and title your folder with a label you'll
. remember. This folder will then appear under the
. "Folders” section of "My Drive,”
I
4
/ Google Drive Q Search Drive
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Google Drive Q. Search Drive
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R File upload (O  Recent R
B * s e S I
B Google Docs 3 L B  Trash
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FIND AND REPLACE §

To find something specific in your document, select
"Edit” in your top navigation bar and click ”Find and
replace” at the bottom of the dropdown menu.

The biggest planet in our solar system is - i—

Neptune is one of the farthest planets from the sun|

Find and replace

Find Neptune

Replace with | Jupited

Match case
Match using regular expressions Help

Raplace Raplace all < Prev Naxt >




SEARCH THE INTERNET
OR LOOK UP A WORD

The internet browser is under TOOLS
and EXPLORE. The dictionary tool is
under TOOLS and DICTIONARY.




CONVERT JOUR DOC

You can download your Google Doc as
a Word document by going to “File”
and “Download.”

There are also options to convert it
into a PDF, a web page, a plain text
file, and more.

Check the formatting.
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